Benefits Navigating Open Enroliment for Desktop Employee

Use the steps below to complete Open Enrollment for your benefits on your desktop.

Once a year, open enrollment allows you to update your benefit elections. You will receive a task in your Inbox from which you can
access the open enrollment options.

This document contains the following job aids:

e Selecting your Benefits

e Adding a new Dependent

e Modifying an Existing Dependent

e Adding Optional Group Life Insurance

e Designating Life Insurance Beneficiaries

e Adding Benefits: Healthcare FSA and Dependent Care FSA

e Attaching Supporting Documentation

e Completing your Enrollment
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Benefits Navigating Open Enroliment for Desktop Employee

SELECTING YOUR BENEFITS
1. Click the Open Enrollment Change task from your Workday Inbox.

Announcements
1item

Workday Open Enrollment Banner

¥ F 4 - October 18 through November 1
’,

1

O
T

SOVENALR 1202

Inbox
1item

Open Enroliment Change: on 01/01/2022

24 day(s) ago - Effective 01/01/2022

Go to Inbox

2. Click Let’s Get Started.
Result: You see your current enrolled benefit plans.

3. Click Manage or Enroll in each benefit box you wish to elect or change coverage, starting with Medical.

Health Care and Acccunts

Madeal ) Prwscription orug ) cwntal

Healtesre FSA =5 Dapendent Carn FSA

LJ\

4. For each benefit plan option, choose either:
a. Select to choose the option or
b. Waive to pass on that coverage
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Navigating Open Enrollment for Desktop

|Plans Available

Select 2 pian or Waive to opt out

Select

O waive

of Medical. The displayed cost of waived plans assumes

Benafit Plan

coverage for Empioyes Dnly

You Pay

(Biweckly)
Agtna HMO Open Access $72.04 §19839
BueCholcs Advontage PPO High Option ~ $75.18 1176
BiueChoice Advantsge PPO Standard §5294 $211.76
optian
Kalser Permancnte HMO §24.56 01

Company Contribution (Biwes

= @

Employee

5. Review the Important Information under the Health Care Instructions section to ensure you make an appropriate selection.

6. Click the Confirm and Continue button once you have made the appropriate plan selection.

Cancel

7. Click the box next to any dependent you want to cover or uncheck the box next to any dependent you want to remove from
coverage. Then click Save.

Dependents

ndent or sel

Coverage *

Plan cost per paycheck

Add New Dependent

ect an existing dependent frem the list below

Employee + Fami

§73.65

=@

Select Dependent Relationship Date of Birth
O Child 10/28/20
Legal 07, 1
mith Chile 09/08/200
dy S 14 o 0

Cancel
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8. After completing steps 3-7 for each benefit, you want to Enroll/Manage, you will receive confirmation of your selections.

Your Medical changes have been updated, but not X
v/ submitted

Next steps: Update another plan, or click Review and

Sign once you're ready to submit your changes.

View Details

9. Click the Review and Sign button to finalize your selections.

Result: The Summary page appears.
10. Review your selections.
11. Scroll to the bottom of the Summary page.
12. Click the | accept box to electronically sign your selections.
13. Click Submit.

Electronic Signature

By submitting the cl
will be relied upon
the plan, Falsific

ges you have requested, you are certifying that the information you have provided in support 4
Plan Administrator for purposes of enrolling or effecting changes in coverage for you or yo
f any of the information provided o the Plan Administrator may result in your termination fro
ductions for all current and future benefits from each paycheck. The Plan s the right to demand reimburseme]
Please note: In connection with documents that are part of the Plan records (such as this form), it is a criminal violay
cover up, or fail ose any fact the disclosure of which is necessary to administer the Plan in accordance with if
than $10,000) and/or imprisonment (not more than five years).

If you did NOT elect the $650 Waiver Credit, the Waiver Credit Acknowledgement paragraph below does not apply to
Waiver Credit Acknowledgement

| understand that | am eligible to receive medical coverage provided by the City of Baltimore. | acknowledge that | anj
scription and/or vision

| acknowledge that it will be my responsibility to provide insurance coverage for myself and/or my dependents

1 understand, that | will not be able to re-enroll for medical benefits as described above until the next announced annj

I Accept

SNtar unlIr commant

Cancel

Result: Your elections have been submitted.
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ADDING A NEW DEPENDENT

Use the steps below to add dependents to a plan you select or modify during open
enroliment.Any dependent you've added to previous plans are automatically added.

You have chosen to Confirm and Continue your benefits.

1.

Click the Add New Dependent button.
Medical - BlueChoice Advantage PPO High Option

Dependents

Add a new dependent or select an existing dependent from the list below.

Coverage « Employee Only

Plan cost per paycheck  $75.18

r—

|

Add New Dependent

Navigating Open Enroliment for Desktop

Result: The Add Dependent from Enrollment disclosure screen opens. Read the disclosure then

click OK and the Add Dependent For Enroliment screen opens.

Add My Dependent From Enroliment  James Smith (071572) -

If you are planning to enroll dependents into coverage you must enter their date of birth and social security number. At the time you add a dependent,
all the demographics and Social Security Numbers are required

The Medicare S Payer (MSP) Mand: Reporting ACT:

Under the Medicare Secondary Payer (MSP) Mandatory Reporting, the federal law requires the mandatory collection and reporting of social security
numbers of all covered participants including employees, retirees and their dependents through employer group health benefits. Noncompliance will re
sult in the loss of coverage for covered participants with invalid or missing social security numbers.

Duplicate Coverage Information:

If you and your spouse/partner are both a City employee/ , you both cannot enroll each other or the same eligible dependents on your City medi
cal, dental, vision and prescription plans during any coverage period. You will be notified to adjust duplicate coverage, if applicable.

Documentation is required:

Documentation is required for all newly added dependents and disabled children age 26 o older. Please review the Required Documentation Form
that can be found on the DHR website, (Place holder link 6)

It is preferred that you upload a copy of the required documentation to Workday for each eligible dependent being added.

Cancel

b

wérdhy | Baltimore
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2. Enter information in the required fields.

Navigating Open Enroliment for Desktop

€« Add My Dependent From Enrollment

National IDs

not

Name Personal Information
Country » Urited States of Amectca Feistornp

Do of Srtn w B
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3. Click Save. You will return to the Dependent screen and the newly added dependent should

appear in the dependent box with a blue check mark indicating they have been added to coverage.

This is your opportunity to add the dependent’'s SSN which is required for coverage.

B

— Kennedy Smith Child

Test Test

Child

is Not Available if you don't have access to their number at this time.

Dependent Social Security Numbers 1 item
Dependent *Social Security Number

Test Test
C Sacial Security Number (SSN)

Reason SSN is Not Available

Cancel

You have dependents covered under your health care plan without a Social Security Number. Enter their Social Security Number (SSN) or Reason SSN

08/28/2008

06/01/2020

»

il
=
Ta

4. Click Save.

Employee
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Benefits Navigating Open Enroliment for Desktop

Use the steps below to modify information for an existing dependent in Workday.

g

From your home page click on the Benefits ¥ icon.
Click Dependents under the Change Section.

Change

Benefits

Dependents

Click the Edit button located next to the Benefit Elections column.

Dependents 1 item

Dependent Relationship Age Benefit Elections

Herbert Open Enrollment Legal Spouse 76 years, 1 months, 20 days Beth Open Enrollment

Edit

Review the current dependent information and enter any changes as needed.
Click Submit to save and submit the modified dependent information.

Use the steps below to add optional life insurance to your City of Baltimore Health benefits.

Navigate to the “Healthcare and Accounts” screen and select the Insurance section of the enrollment options.

Select either:
a. Enroll to add a new life insurance policy to your enrollment options, or
b. Manage to edit an existing plan.

Result: The Optional Life Insurance options will

display.

For each option, choose either:
a. Select to choose the life insurance coverage option, or
b. Waive to decline the life insurance coverage option.

Employee
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Optional Life

Plans Available

Result: The Total Cost based on your selections displays in the upper right corner.
Click Confirm and Continue.

Result: You have added optional life insurance to your medical plan.

Life insurance beneficiary designations cannot be completed through Workday. Life insurance beneficiaries can only be designated directly
through MetLife, metlife.com/mybenefits. Employees without computer access may call MetLife at 1(866)492-6983 to request a new
beneficiary designation form if needed or to obtain information about previous designations.

Use the steps below to add Healthcare FSA and / or Dependent Care FSA during the Open Enrollment period.

bf::al}hcalc FSA E_E !J»ept_:ndent Care FSA

Navigate to the Healthcare FSA/Dependent Care FSA Section.
For each plan in which you want to enroll, select either:
a. Enroll to add a new HC FSA/ DC FSA plan to your enrollment options, or
b. Manage to re-enroll in the HC FSA / DC FSA for the open enroliment period.
Review your elections.
Click Confirm and Continue.
Enter the Per Paycheck amount or enter the Annual amount you want deducted in the Contribute page.
Click Save.
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Use the steps below to add any supporting documentation that is required.

Click the Review and Sign button to go to the Summary Page.

Review your selections in the Summary Page and scroll down to the Attachments section.

Drag and drop any supporting documentation into the Attachment field or click Select to browse for files
Enter comments if needed.

Click Upload to complete attaching any supporting documentation.

Use the steps below to complete your open enroliment.

Navigate to the end of your enrollment Summary Page.
Read the Electronic Signature information and click | accept to confirm your elections.
Click Submit.
Result: A confirmation page displays.
Click Done to complete the task.
Click the View Benefits Statement button to view your benefits statement (OPTIONAL).
Click Print to generate a PDF version for your records.
Result: You have submitted your elections.

w

Submitted

You've submitted your elections.

Important Dates:

Your screen shots may vary in color from this document; however, processes are correct as of revision date. 9
Confidential ©2021 Workday, Inc. 10/04/2021 revision 2021r1

workday.

Transforming - Engaging - Automating - Modernizing



	ADDING A NEW DEPENDENT

